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CITY OF ANNAPOLIS Schedule No.
RECORDS RETENTION AND DISPOSAL SCHEDULE
M-10b
Division:
MANAGEMENT
OFFICE OF FINANCE INFORMATION
TECHNOLOGY
| Ttem Description Retention
No.
1. General Correspondence Screen Annually and destroy the
: material that is no longer needed for
Original incoming letters, copies of outgoing | current business. Retain permanently
letters, memoranda, studies, reports, directives, | any material that serves to document
policies, and other materials related to the | the origin, development, and
administration of the agency. accomplishments of the office. Transfer
periodically to the Maryland State
Archives. :
2. Contract and Agreement Records
Contract and Agreements related to City | Retain for five years, then destroy.
electronic data processing equipment and
software.
3. Disaster Récovery Procedures
Disaster recovery plans and procedures for. | Retain until superceded, then destroy.
computer- related operations.
4. Operations Logs
Backup logs, operation logs and notes, | Retain for three years, then destroy.
downtime records. ‘

Wi

sostso.

De éﬁme t Director _ . Date

P Bowpe A(10/00
CityGlerk Date '
%c. /p«;jﬂ V4 APR 27 2000
Schedule Approved by State Afchivist

Date
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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M-10( |

Division:
MANAGEMENT
OFFICE OF FINANCE INFORMATION
TECHNOLOGY
Item Description' Retention
No.
15. Operations Manuals
Directions and reference manuals used by | Retain until superceded, then destroy.
computer operations staff.
6. Software Investigation Requests
Software change requests. Retain for three years, then destroy.
7. Hardware/Software Problem Report
Work orders; logs and description of PC and | Retain for three years, then destroy.
Mainframe computer hardware and software
problems.
8. Electronic Databases Delete or destroy entire file or
» individual - records when no longer
Computer Databases files. administratively.useful.
9. Security Backup & Recovery
Backup tapes of data files, program and | Retain off-site until replaced or
control files. superceded, then destroy.
10. Computer Program and Control Files Retain until all electronic records

Computer application program listing and
electronic copy (source and object) and control
procedures and operating system files.’

created using the programs have been
destroyed or converted to another
program or format, then delete or
destroy.

11.

Inventory Records

Hardware and software,“_manuals, and licensed
software for all departments.

Retain until superceded, then destroy.




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1.

Department 2. Division

Finance

Management Information Technology

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as
disposition purposes. :

a unit for reference as well as retention and

4. Record Series Title C(j y\,!( w éf Ww MS

5. Earliest Year/Latest Year
1& 1989 to Preseny

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series. . '
Cont rank 4 Aﬁ{\“%v\w\}‘s relsdd to C«Jv?r Ed ™ @ZU)PWM)L{'
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
@ Letter Size O Micro Film m) Alphabetical umber
O Legal Size 0 Computer Tape
O Bound Book = O Floppy Disk 0O Numerical %File Drawer(s) I)/LO
O Audio Tape O Video O Microfilm Reel(s)
Tape . Chronological -8 Computer Tape(s)
a Other (Specify) a Other (Specify)
0 Geographical 4
O Other (Specify) 10. Annual Accumulation
ﬁumbef

2 File. Drawer(s) ¥V &y < mg U

G Microfilm Reel(s)
C Computer Tape(s)
T Other (Specify)

11. File is Used 12. File Becomes Inactive After
O Daily O Weekly a Monthly S ?ld()"\a\ Z O Month(s) O Year(s)
- Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere? -
A (If ves, specify office)
WA ,1.‘ N @ No R Yes FD\IM v
15. Access Restrictions O Yes ¥No 16. Audit Requirements
(If yes, cite law(s) & regulations) - ,
& None O State T Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) /SL (N -/
'OYes ¥ No V3L £k T !
19.

Name and Title of Preparer ? AvlL M ‘ -T—uo R /\) . M IT MG

. Telephone Number

QALY - T749<

21. Date

2 4-96




Instructions - Prepare a separate form | CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
PAGE OF
1. Department 2. Division | 3. Unit
Finance Management Information Technology V

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Recorﬁ, Series Title C OY t gp o N a on 5. I?a%x:léei; Year/lt,;te;t:::-/\/

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function.
of the series. . . ( ‘ ]
Frewno randums toffuan veriovs dipts § evplogus .
Lelrs Jr-a]§~M VOr 1 QUS  V ngigvs :
Q } %&“’Mv (5 MG \

7. Record Series Format(s) 8. Record Series Sequence ‘ 9. Volume
PFLetter Size O Micro Film a Alphabetical . Number
O Legal Size a Computer Tape .
O Bound Book  ®Floppy Disk O Numerical ' ‘ A File Drawer(s)__, S
O Audio Tape O Video O Microfilm Reel(s)
Tape & Chronological 0 Computer Tape(s)
O Other (Specify) , ' O Other (Specify)
0 Geographical
O Other (Specify) 10. Annual Accumulation
: Numbe
e File Drawer(s)__ /1)
O Microfilm Reel(s)
0 Computer Tape(s)
a Other (Specify)

11. File is Used * 12. File Becomes Inactive After
w Daily O Weekly O Monthly < -0 Month(s) O Year(s)
: Number '
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If ves, specify office)
M T — X No O Yes
15. Access Restrictions O Yes ¥ No - 16. Audit Requirements

(If yes, cite law(s) & regulations)
: A None O State O Federal O Independent

17. Is an index system used? (If ves explain briefly and 18. Recommended Retention )
describe any hardware/software.) . I aS \ el
O Yes @ No | Redesnas lone & Gminstabily
\“Q%U\ red “H\QM C‘)\z S m ?
19. Name and Title of Preparer - J M \-‘VLGV A

20. Telephone Number 24 - Ty 21. Date G- (-9




Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
PAGE OF
1. Department 2. Division 3. Unit
Finance ' .| Management Information Technology

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

to

4. Record Series Title D)é PV%‘L—V" '}A\ CO‘U (I P{G ced oy 5. Ea’rl%s% Ygfaar/Latesit’O Yy:a;\ﬁ/‘_

6. Record Series Description (Briefly describe the types of informationydocuments/forms found in the series. Include the purpose or function
of the series. ‘

Dsask e COV&/%) Plane & Pocedures for CoMqou/-;, re Jaded
oﬁe\/&'ms '

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
 Letter Size O Micro Film a Alphabetical Number
a Legal Size 0 Computer Tape -
0 Bound Book  C Floppy Disk O Numerical & File Drawer(s) )QO
O Audio Tape g Video O Microfilm Reel(s)
Tape ' a Chronological C Computer Tape(s)
a Other (Specify) ______ ' O Other (Specify)
0 Geographical
' O Other (Specify) 10. Annual Accumulation
Number

& File Drawer(s) Lo
G Microfilm Reel(s)_

O Computer Tape(s)

O Other (Specify)

11. File is Used ) 12. File Becomes Inactive After
ODaily O Weekly O Monthly Beouark, y  Month(s) O Year(s)
: . U~ | Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
‘ (If ves, specify office)
T T ONo  HYes  FTZayAwel
15. Access Restrictions O Yes ¥ No 16. Audit Requirements

(If yes, cite law(s) & regulations) ‘
X None O State O Federal O Independent

17. Is an index systém used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) ~ ! o bt
O Yes & No kﬂ_"\‘r)‘\.\ﬂ V) ‘/\Ll } 3Up IW/

\Li-m«g WS(\@a

19. Name and Title of Preparer >A\-U L M W{/\A\/ A

20. Telephone Number AL X 75 495 21. Date 9_ é ..C;(




Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY '
for each new or revised record series. Records Management Program
: PAGE OF
1. Department 2. Division 3. Unit
Finance Management Information Technology

DEFINITION - RECORD SERIES - A group of related records normaily filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title M@ueg_g FoR Pro posals 5. Earliest Year/Latest Year
| | [TR to_Preset

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function.
of the series. r :

)\Q_gtégk'&« Pro DO\saQs V- SOFT WARE FH AR Dw Als |

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
R Letter Size O Micro Film O Alphabetical ' Number
0 Legal Size 0 Computer Tape .
® Bound Book O Floppy Disk 0O Numerical A File Drawer(s)_ )/ 2
QO Audio Tape 0O Video O Microfilm Reel(s)
Tape O Chronological o O Computer Tape(s)
O Other (Specify) _ & Other (Specify)
O Geographical :
a Other (Specify) . 10. Annual Accumulation
Number

a File Drawer(s) D
O Microfilm Reel(s)

O Computer Tape(s)

O Other (Specify)

11. File is Used 12. File Becomes Inactive After

a Daily 0 Weekly - a Monthly <7 lﬁo()N-’\ a0 Month(s) a 'Year(s)
, : Number
13. Current Location(s) (Bldg. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
: (If yes, specify office)
"MTI , GNo YYes FZaAvcs
15. Access Restrictions O Yes ® No 16. Audit Requirements

(If yes, cite law(s) & regulations)
¢ None O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) ke\ K z
\ ; i 3 ArJ A4
O Yes & No : ‘d&,_g’ ES P R Y,

c\ey reoy P APER

19. Name and Title of Preparer > NL m . N Kfv = ”(J

20. Telephone Number ALY 75U 21.Date 9 - é 5/




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Finance

2. Division

Management Information Technology

3. Unit

"DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and

disposition purposes.

4. Record Series Title - '
O P‘Hfu&w s oS s

5. Earliest Year/Latest Year

199> to_P

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series. —/S/ATC(\UP ]06'&/ OPQ""V\&:'CV\ [06,5 C‘tn(Jk-S/ Z_\JW\(H\MQ_,

TREHRAS

7. Record Series Format(s)

O Micro Film

ﬂLetter Size
O Legal Size T Computer Tape
O Bound Book lifFloppy Disk
0 Audio Tape O Video
Tape

Q Other (Speéify)

8. Record Sefies Sequence
O Alphabetical -
O Numerical
?\Chronological
O Geographical

a Other (Specify)

9. Volume

/z Number

X File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
0 Other (Specify)

10. Annual Accumulation

umbe
¥ File Drawer(s) 2
O Microfilm Reel(s)
O Computer Tape(s)
O Other (Specify)

‘1 11. File is Used *

XDaily . O Weekly ~

O Monthly

Number

0 Month(s)

12. File Becomes Inactive After

O Year(s)

13. Current Location(s) (Bldg. Floor. Room)

——

(I

M

® No

14. Is Record Series Duplicated Elsewhere?
(If ves, specify office)
O Yes

15. Access Restrictions O Yes
(If yes, cite law(s) & regulations)

ANo

Z None

0 State

16. Audit Requirements

O Federal C Independent

17. Is an index system used? (If yes explain briefly and

describe any hardware/software.)
g Yes &XNo

18. Recommended Retention
™ e fem 13,0:«& & Lhan_

NER 7"@@7(

19. Name and Title of Preparer —

AL M T Heen)

20. Telephone Number

LD TIUS

2.Date  F- 4~/




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division

Finance

Management Information Technology

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as wéll as retention and

disposition purposes.

5. Earliest Year/Latest Year

4. Record Series Title ' C. -
=0~ m
O a freny ‘&AUQ’QS [T9% to_presed
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function.
of the series. . .
~ - » .
> ) Y‘&CShOV\s &A\‘Q%Q«Ac&, M G La.Q £ ‘056&. Eta (,Ow-vyouk,,
O {\Jﬂ/‘o&w w8 Stadd
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
A Letter Size O Micro Film - O Alphabetical Number
0 Legal Size 0 Computer Tape '
O Bound Book O Floppy Disk O Numerical ¥ File Drawer(s) / 2
O Audio Tape ‘a Video O Microfilm Reel(s)
Tape 0 Chronological O Computer Tape(s)

Q Other (Specify)
O Geographical

m] Other (Specify)

O Other (Specify)

10. Annual Accumulation

Number

a File Drawer(s)

O Microfilm Reel(s)
O Computer Tape(s)
a Other (Specify)

11. File IS Used

O Daily ® Weekly - O Monthly

12. File Becomes Inactive After

O Month(s) O Year(s) -

Number

| 13. Current Location(s) (Bldg. Floor. Room)
A=

14. Is Record Series Duplicated Elsewhere?
(If ves, specify office)
& No O Yes

15. Access Restrictions O Yes ¥ No

(If yes, cite law(s) & regulations)

16. Audit Requirements

¥ None O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
O Yes &No :

18. Recommended Retention

Tokaia vnhl Sopevcaded
H\M\ O{QST‘QG%

19. Name and Title of Preparer ?/* Jl. M

THoRA

AL TGYST

20. Telephone Number




Instructions - Prepare a separate form ' CITY OF ANNAPOLIS RECORDS INVENTORY
for each new or revised record series. Records Management Program
. PAGE OF
1. Department A 2. Division ‘ 3. 'Unit
Finance Management Information Technology

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title S 0% Lo Tn \gg{j,{r&;c\,\ /Ejuey{z 5. Earliest Year/Latest Year
/18 to _Prese

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function.
of the series. ‘

Sob twaen C/akowg,u Raﬁued—s

7. Record Series Format(s) 8. Record Series Sequence _ 9. Volume

X Letter Size T Micro Film O Alphabetical Number

O Legal Size 0 Computer Tape ' '

T Bound Book O Floppy Disk }(Numerical 52 File Drawer(s) l

O Audio Tape O Video Q Microfilm Reel(s)
Tape @ Chronological 0 Computer Tape(s)

O Other (Specify) o 0 Other (Specify)

' O Geographical
Qa Other (Specify) 10. Annual Accumulation
umbe

A File Drawer(s) l
O Microfilm Reel(s)
O Computer Tape(s)
Q Other (Specify)

11. File is Used = 12. File Becomes Inactive After
® Daily a Weekly - a Monthly T Month(s) Q Year(s)
' - Number :
13. Current Location(s) (Bldg. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If ves, specify office)
MT 7 ¥No O Yes
15. Access Restrictions O Yes ®No - 16. Audit Requirements

- (If yes, cite law(s) & regulations)
X None O State O Federal T Independent

17. Is an index system used? (If ves explain briefly and 18. Recommended Retention
describe any hardware/software.) Retain aslmeg ag (AJ/W\‘ "ol e
®Yes O No o ‘\Hlé m}\ ) Vcﬂrv-oé
ST A -3 es? @03
rdy ) 'b\?—@e\,—-g

19. Name and Title of Preparer PAD L ™M THoyee

20. Telephone Number AAR - T9Y S 21.Date G- ,é'?é




Instructions - Prepare a separate form
for each new or revised record series.

Records Management Program

CITY OF ANNAPOLIS RECORDS INVENTORY

PAGE OF

I. Department

Finance

2. Division

Management Information Technology

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as

disposition purposes.

4. Record Series Title

) &*rwu, Q‘ le S

5. Earliest Year/Latest Year

a unit for reference as well as retention and

/932 to___LreSe o

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series.

VAR TOUS & amTac,

E@\C%ev\cn, oy, oty

PRO(rRémA F pfpevavg Sy m A vals

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
Letter Size O Micro Film Ck'Alphabetical Number
¥ Legal Size O Computer Tape . '
a Bound Book  tXFloppy Disk O Numerical & File Drawer(s) 2
O Audio Tape £ Video : O Microfilm Reel(s)
Tape C Chronological O Computer Tape(s)
O Other (Specify) a Other (Specify)
O Geographical .
O Other (Specify) 10. Annual Accumulation
: umbe
W File Drawer(s) ,}/ 2
0 Microfilm Reel(s)
0 Computer Tape(s)
O Other (Specify)
11. File is Used * 12. File Becomes Inactive After
O Monthly O Month(s) O Year(s)

S Daily O Weekly

Number

13. Current Location(s) (Bldg. Floor, Room)

M T 1T

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
B No 0 Yes

15. Access Restrictions O Yes =No
(If yes, cite law(s) & regulations)

16. Audit Requirements

W None O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)

18 Recommended Reten lon -
RO ploca af as nagoled

0 Yes sNo Ro V) Aviduedly o &N ¢ |
dsz&rfe@;\, wader ol vip [Ovtsr»‘-AvJMﬁ.
19. Name and Title of Preparer —P NAL DY HI)/Z'U '

20. Telephone Number

(2 79%/:’ 2.Date  9- 6 -S6




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Finance

2. Division

Management Information Technology

3. Unit

DEFINITION -
disposition purposes.

RECORD SERIES - A group of related records normally filed and used as

a unit for reference as well as retention and

4. Record Series Title

STA'? Fm M,GJ'»} /é; fes

5. Earliest Year/Latest Year
/7E2 to_Lr+

6. Record Series Description (Bneﬂy describe the types of information/documents/forms found in the series. Include the purpose or funcuon

of the series.

Roepcds éf mokes ofF sﬁ% &,(hv\;»i

7. Record Series Format(s)

0 Micro Film

W Letter Size

0 Legal Size - O Computer Tape .

O Bound Book O Floppy Disk

0 Audio Tape a Video
Tape

& Other (Specify)

8. Record Series Sequence
O Alphabetical
Q Numerical
;(Chronological
o Ge.ographical

0 Other (Specify)

9. Volume

N;lmber
2(File Drawer(s) )// ()
a Microfilm Reel(s‘g

O Computer Tape(s)
3 Other (Specify)

10. Annual Accumulation

o umber
© File Drawer(s)___ 2/ /2
O Microfilm Reel(sf
O Computer Tape(s)
0 Other (Specify)
11. File is Used * 12. File Becomes Inactive After
a Daily O Weekly >Monthly O Month(s) a Year(s)

Number

-13. Current Location(s) (Bldg. Floor, Room)

MT T

Z'No

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
2 Yes

15. Access Restrictions T Yes
(If yes, cite law(s) & regulations)

&/No

16. Audit Requirements

3MNone T State O Federal C Independent
17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) ?Q.\‘Q‘\ A on | 0“% as 'J‘a AN
O Yes @ No .
RJLZU- ~g  Hon closT /30‘3
19. Name and Title of Preparer 'DNJ P M ﬁfd‘(e U '
20. Telephone Number AL 2 T9YS 21. Date G- 4 -94 '




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division

Finance

Management Information Technology

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as weil as retention and

disposition purposes.

4. Record Series Title hl % wN&tE é%\OFT "S/JM& ‘
TROIAL IR E FoT

5. Earliest Year/Latest Year
[F7> to_freset

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
A i dEscrze rfod , ‘
toorh ordevs, LoGs,0F e o mARUERANME Com piat

of the series.

JARD WARE £ Sof TWARE

o 5L5~=}

7. Record Series Format(s)

O Alphabetical

Letter Size O Micro Film
O Legal Size O Computer Tape
0 Bound Book O Floppy Disk O Numerical
O Audio Tape O Video .
Tape LkChronological .

0 Other (Specify).
' 0 Geographical

O Other (Specify)

8. Record Series Sequence

9. Volume

)% Number

& File Drawer(s) ,(/ P
O Microfilm Reel(s)_

G Computer Tape(s)

O Other (Specify)

10. Annual Accumulation

Number

®File Drawer(s) >

" G Microfilm Reel(s)
.0 Computer Tape(s)
a Other (Specify)

11. File is Used =

 Daily O Weekly - O Monthly

12. File Becomes Inactive After

O Month(s)

a Ye_ar(s)
Number

13. Current Location(s) (Bldg. Floor. Room)
Mm T

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
@No T Yes

& No

15. Access Restrictions: O Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

a State O Federal C Independent

& None

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.
OYes XNo '

18. Recommended Retention

JRIEENg \_,W ,,‘.Lf\'—wﬁ’e&N?eCﬁ/

TAUL m

19. Name and Title of Preparer

T G R

20. Telephone Number .

26> - 755

21. Date

7-{ 5




‘Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department

Finance

2. Division

Management Information Technology

3. Unit

DEFINITION - RECORD SERIES - A group of related records normaily filed and used as a unit for reference as well as retention and

disposition purposes.

4. Record Series Title

E/%évmc_ Méage/s

5. .Earliest Year/Latest Year

(92 to_pLrese o

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series.

f

aTA BASE §les

7. Récord Series Format(s)

0 Micro Film
a Computer Tape
& Floppy Disk
a Video

O Letter Size

O Legal Size

g Bound Book

O Audio Tape
Tape .

O Other (Specify) ___

8. Record Series Sequence
2 Alphabe’tic‘al
& Numerical
ﬁ’Chronological
& Geographical

a Other (Specify)

9. Volume
umbe

a File Drawer(s)
O Microfilm Reel(s)
gZ.Computer Tape(s)___!}

& Other (Specify)_ 4 G-

10. Annual Accumulation

Number
O File Drawer(s)
O Microfilm Reel(s)
& Computer Tape(s)__.

= Other (Specity)_Y2 GIR

11. File is Used

& Daily O Weekly

O Monthly

Number

C Month(s)

12. File Becomes Inactive After

a Year(s)

13. Current Location(s) (Bldg. Floor, Room)

M_T 7

& No

14. Is Record Series Duplicated Elsewhere?
(If yes. specify office)
a Yes

15, Access Restrictions ® Yes
(If yes, cite law(s) & regulations)

g None

O State

16. Audit Requirements

a Federai &2 Independent

17. Is an indexvs_vstem used? (If ves explain briefly zind
describe any hardware/software.)

W Yes 0O No

Telele

18. Recommended Retention

Crr degv/m& et ne

s, . i L . ~ !
Syeb— ¢ ,»smwllal*vﬁf Lle ov ivdividud™ Reeged s
| - [0 evhout i 0 [ovce, Adppans Useh/
19. Name and Title of Preparer F Aol M THoReA Y
=

20. Telephone Number

-

~
v‘

- 79Ys

i
—

5 4-5¢

l 21. Date




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS

RECORDS INVENTORY

Records Management Program
' PAGE

OF

1. Department

Finance

2. Division 3. Unit

Management Information Technology

DEFINITION -
disposition purposes.

RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and

4. Record Series Title Secyyt g% A achu 2/ /Q C&Vv{/ba

5. Earliest Year/Latest Year

to

6 Record Series Description (Briefly describe the types of mformauon/documents/fonm found in the series. Include the purpose or function

of the series.

plr}f,s

Bl op fipns of bmA[//eg /szaaj«em«\ﬁom@%

7. Record Series Format(s)

O Letter Size O Micro Film

O Legal Size A Computer Tape

a Bound Book O Floppy Disk

O Audio Tape O Video
Tape '

'3 Other (Specify)

8. Record Series Sequence 9. Volume
0 Alphabetical
" O Numerical

& Chronological

-0 Geographical

;t;F ile Drawer(s) [
O Microfilm Reel(s)

0 Computer Tape(s)
O Other (Specify)

QO Other (Specify) 10.

Annual Accumulation

Numbe

@ File Drawer(s) ]
O Microfilm Reel(s)

a Computer Tape(s)

0O Other (Specify)

W

11. File is Used

& Daily O Weekly -

O Monthly

12. File Becomes Inactive After

A

Number

O Month(s)

‘ A Year(s)

13. Current Location(s) (Bldg. Floor. Room)

P

(If yes, specify office)
T No Q Yes

14. Is Record Series Duplicated Elsewhere’

15. Access Restrictions & Yes
(If yes, cite law(s) & regulations)

O No 16. Audit Requirements

& None O State

a Federal

a [ndependeni

17. Is an index system used? (If ves explain briefly and
describe any hardware/software.)

fene TN

% Yes O No

18. Recommended Retention

Rotaom OLF <ike

Ao ReY,

ol |

%o ©leed o sopsr wdod, Han

19. Name and Title of Preparer

v

M. Taped 0

. Telephone Number

AL 7G9S

l 21. Date

1-6-9¢
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Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division

Finance

Management Information Technology

3. Unit

DEFINITION -
dlsposmon purposes.

RECORD SERIES A group of related records normally filed and used as a unit for reference as well as retention and

conT™ R - Sles

4. Record Series Tltle % <Oom PUTER P/QO(HQAM f

5. Earliest Year/Latest Year

1993 to_pPrése 4

PPLWW

of the series.

6. Record Series Description (Briefly describe the types of information/documents/fo

. LISTNE
Coom POTRR,. PROGRA M (scwlc€ & OBIET) § CoutreL

PRO CEDORES oPé’«ﬁan-a s\/s;é_« 0 lee

oupd in the seri clude the purpose or function
B Gepi Wby

7. Record Series Format(s)

Letter Size O Micro Film 50 Alphabetical
O Legal Size ~ &Computer Tape
0 Bound Book  ®Floppy Disk Y Numerical
O Audio Tape O Video .
Tape S Chronological

O Other (Specify)
0 Geographical

0 Other (Specify)

8. Record Series Sequence

9. Volume

Number
<

‘¢ File Drawer(s)
O Microfilm Reel(s)
& Computer Tape(s)_____

# Other (Spe(:lfy)____ﬁ_i s

10. Annual Accumulation

Number

a File Drawer(s)

@ Microfilm Reel(s)
C Computer Tape(s)________

ﬂ-Other (Specva) ﬁ_

-

11. File is Used

& Daily O Weekly ~ a Monthly

12. File Becomes Inactive After

a Month(s) O Year(s)

Number

13. Current Location(s) (Bldg. Floor, Room)
M TT

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
X No O Yes

15. Access Restrictions @& Yes g No

(If yes, cite law(s) & regulations)

16. Audit Requirements

® None O State O Federal O Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/sottware )
O Yes aNo

18. Recommended Retention B Toovn un wl Rec oRos
Dejete or Desto fﬁ/&s when
nO [cm%e/ Ad man .

@\/é/&)

19. Name and Title of Preparer - AvL. M.

froe A

20. Telephone Number Nr 2 =G0

Comen

I 21. Date ¢ aay



